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a. Cost 



Employee who cfnd Lifestyle rnsuranoc pny tha TuJJ oast of 
coverage. Tug cost of tlio premium depends on your agio *nd 
status as e smoker Dr nori-smoltoh 

Premium payment arc nrjarie from after-tax incoim. in ether 
words, premiums perd Jay the employe- do not reduce Ihs 
Employee's taxable inunmc\ 



4, Enrollment 

* Yo u ca rt el er,t i ip lo $ 1 00 ,0 00 or L I fcsty f a oo vera fl o wf{ h oi J* 
medical Dvirience or fnfiirnabiNtyupan joining BSAftl, {Medical 
evidence nf insurabifrty fe a stale rnarit of proof of good health 
irnonwJifr.h the insumnnra company bnsfig Its deelnfon 1o provide 
coveraflo,) Jn order to purchase coverage in ettcosa or 
$100^000, ^n employe must sub mil riiadioaJ evEcJenm of 
insurabilhy, 

■ Those who do pet fnilfally eFeet in purchase Lifestyle coverage 
may da so at a Igtcrrtate; however, yon m«si submit evidence 
of hisurablflty will? your application mgarrflegs of (ho simourrt of 
cnvar^n.edcsirod, 

5. Term iJintifln of Employment 

- UfoslyFc Innuranre fc "pertnhiE." This mean* rhat If you reave 
GSM I foi 1 any reason (other Ihnn relirement), Hi* ernptoyee 
may keep ihe policy In forco by conLPnuiflf] Mo roqujrgd premium 
paymentfl, 

- Coverage terminates upon roiiftsmenL 

L Disability Insurance 

* This Plan Is designed to provide a means of partial income repfaepm^nt in I he 
event, til at an employes Is nui of work Tor an ^aEnnded period of lime rii.iR to a 
nwrttefll dlsabffity. 

3. Full DisaM Illy 

ii You nre considered fufly cflsatilecf under BSA&Ps 
PJafi if, tti.iH to fnjury Of Ulries^, yeu are- unahlp to 
perform each of the material diilwus of your regular 
occupation; and. afta ben^ifis have heen paid far 
24 months, you aro unoLilnln pRrfarm any of the 
material rltJilea of any gainful o^ruspatiDri for which 
you may reasonably be suited by Iralnfng, 
education or c^ptsricincia, 

b. Partial Disability 

n Y-on an* censltfered pa rli ally disabled under 
BSA&t's Ran tf , flue to lllnssa or Injury, you arn 



I.X2 



barp :// b i n*w ra*i n ne I / ?o I f c ya n dPn tf c d u rcrw limp 1 oy cctftt ,h Em 3 * H ,'2004 



Case 1 :05-cv-02401 -RJL-JMF Document 50-1 5 Filed 1 0/1 5/2007 Pagq^ggf f^f 34 



unable to perform all of fho material duties of your 
pre-dfsabrtiiy occupation on a tittt time haain; bui 
you are perform tag at least one of Hie materiar 
duties of your regular occupation on a part-tnne or 
ftiJI-tfrne basis, ar«l Is earning 01 f^st 20% Jess per 
month than prc-disabilily (framings Indeed far 
Inflation. You must first qualify for full disability 
Li Afore you c^n qualify for partlaf dljtfihffily, 

2. Determination aiKl VerlfitaHon at 3 OicahilJty 

* The flalurc ^nd duration nf any disability must no ctetermlnsd by 
!ho your pbyolcfein. In ordnr to recefvn dlsablllly honsfits, you 
niLitit submit written i/erificaBon from your physician certifying 
Lhnt you fjualpfy aa disabled as it Is do Fine ci shove. Upon 
request* yoir must con tin tie to provide such verification of the 
disability ai your "wn expanse, The insurance company may 
require an evaluation by a physician ofltn choice to vorify 
disabilities, 

3 H Princtp.il Prpvfekmn of the Plan 

* Tfie prlDcipfif provisions nFBSA&ra cMcnhilit.y program arrc as 
foHowft: 

a- Prsn-aSailrrg Condition a 

* The Disability Plan doss not provide coverage For 
disablliitaG n rising frOvin preexisting conditions 
which Ottur m the Erst 12 ninrths following the 
effect vg! d^lf! oFcover^ft. A pre-GXfrtlng 
condition is <J!e lined as a slurbs or injury for 
which you, Fn Ifie 3-monih p&riori prior lo the dntp. 
the your cnvnrafjG tiecaiTie effective, either 
received rncriicnl treatment, consultation, care or 
service u including diagrio&Sio mraasurfis, or luck 
prescribed rfrugs or medicine. Coverage 
generally hEcomes ujfaciiveon Ihe first day of the^ 
inonth following ilic rfnle of hirtf. 

[), Income replacement 



* The Disability Plfln is desired to pay you m% of 
yniir pre-clisabillcy compensation for the rinnnlinn of 
the disability, following Ihe Elimination Prjrinrf 
{described bo low). 

- Compensation for purposes nf ctelemilning 
benefits under this Plan is limited to base pay- 
Compensation rlnss no! include bonuses nr 
o^erlime pay. 

* Tills benem mny ho partially taxable when paid. 

<- Thv mpxlrnum benefit payahfo is ftlfl.Dnn por 
month, 

123 
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£ ElfminatJon Period 

* Drsabriltsrhegli-is on the Aral hi^iness day feiloamiq 
I'io fasl day worked. UnflAr BSAfif* inability 

Pten, (he first 30 r^tendar days of disability are 
inferred to as ihe Elimination Period 
Compunction paid during !he Elimination Perl&ri 
depends nn (ho disabled emptors status; 

(1 ) Non-ojcempt employees 

* Non-sxcri-ppt em ploy oca mceb/e no 
regular mmpfinsatlon during the 
elimination period. Any earned but 
unused sioFu vac al ton, option a f 
holidays or persona [ liolidays mey be 
uflffd a[ thta Mmn h BSAfiJ lutfid^ys 
ihal fail during the olfmlnaiiun period 
may sfefl be used at this IJjuc. 

* NoiVax^mpt employes continue to 
oocrue sick and vaeafinn time during 
the oKminaiton peiwi, 

(?) Hxfempf Employees 

* fixfl mpt e mpioy n or rec*[ ve 1 U0 % of 
thdr reg u lar co m pon^aE! on d Lprl ng 
fhrv pHmhiaflon pOlwvt 

* EKenip! employees continui* to 
accrue vaca/ian Uitici dtiring the 
elimination period. 

ri r Payment anri Tay.itlnn of GeneJita 

■ Th* 60% ben&fil b^nrns on the 31st oafcjndntf day 
of disability, 

■ From the 31 at clay though the 90th day ftf 
disability, ASM J pays the Gfl% EMnciTi directly P 
pnd wJthhorcJs applies hie taxes and co-pay^. 

^™* On ihe 31st day, umljm, J ho insurance nonparty 
pmtridlpci Oils r.nw.tftgo, lalms over direct payment 
of Jjeneflts on a monthly bmsls, 

■ WJi||g {hese heriRf]1s wilt cQjilin«Jfi la lie subject to 
federal Income taxc^, the rfrau ranco company will 

not withhold Income taxea without oxprass written 1 O j 

aulhori^fllfon from you. DlreKtjona to withfipM 1 £ * 

must tie mnclG on /RS FOfflW IV-f-17, 

a Dlftablllly benefits COntfnuc in br> fiubjon;! to sorial 
security taxes up to ]fte mayjiTiLim inxphlo wnge 
base, through the end of the sitfh ma run nf 
disability, Therein Ki er, they are no Irmgiy .subject to 
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social Purity ra* H The insurance company wlli 
fld I ftma (really tvlthlinl^ applicable sonst secufhy 
taxes. 

e. flonefii P ay ment Period 

* For disabilities cnmmencfng prinr to a£G m, 
benefit nrri paid through the disabled ejnptoyec'c 

* For dlsa b iritis co m m o lining after ag* flO, tti e 
duration rrf hsneNis dedines on ^ sllrffng scale. a* 
5 Mown in ExplliftC, 

r. Offeers 

* Benefits payahfn J>y tlie Insuring company undrtr 
Mi* disability jrdiny a^e reduce hy the amount of 
n ny p ri m ary a n ri fami I y socfa r s &cjj rity dlsa LiN ty 
heriftflte received by you, any Worker's 
Cornperisairori b^nefils reoei^Dd hy you, andfrr 
any income earned by you. 

g, Indexing 

* D I s a h i I lly Kvnnt its pay a b I n by thn I ns Lira nee 
company v/ilJ jFifirft^iso by 4% pnry^ar, 
rfipresenlihig a msi of living adjustment, 

Ji, TorminfltlniioFemploymEnl 

* Cov&rnge nndaMbe Disability Plan ends upon 
aeparaf.ion from em payment, 

4. Impending Dl^ihiJities 

* Any empieyce wrlh knowledge of on Impending disability muat 
notify tlie Hum on Resources DGpflrtmonJ as soon as is 
reasonably possible. This incrrjdfia, iiut k not limited to, 
pjrojfjn^nc-y, Forms for this purpose are avertable from the 
Human Resources Drsp&rlmnrit, and should becampToladand 
signed by borii thn employee and the cm ploy no's immediate 
supervisor. A!f informatron regard rn^ JFsftbiJIty is [maintained In 
BSASf'a confidential medicaf files. 

5. Enrollment and Grat 

*i EHnrollmeni in Una Dfe?3ftilfty FJan ts mandatory. A S3 co-pay is 
deducted from your iriweekly paycheck a& o goMribution iq tfis 
insurance premium, Tlira contribution fa deducted from rtfter-lfra 
fnronie. Disability benefits revived are non-taxable to the 
evtent jhny jito nit ri bubble <o premiums paid by you. For ihfe 
reason, fliSRhHirybflnelfts received from UNUM are rioi fully 
tsr n a W i* , f n rece nE y e a rs , appro* I ma tftl y QO% o f the b u i l< : j Fit* 
frnvn* bene t.ix^bfelci the reel plenty. 

* Vo[i must compile mo enrolment card, including tho 
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DISABILITY DISCLAIMER NQTtCZ, to an^re prapc , rnvera3C 

under the plan. 

NL Protfnanuy ni^obilrLv 

• Pregnancy disability la ™v*red under PSA&l r s Debility Plan described 
abovA unless ihone are medical compteatena for the irrnthsr during r>r 
foftowing delivery, a pragnpney disab% g R n*raffy will oxtend from S lo 8 
week e falJowjn g Lho c| n r e of birth . 

W, Worker's Compensation 

* B3M| malntefna aiatulory worPtert compensfUion coverage as required bv 
app/icable state rawa, AN smploye^, including parwlmi? nmplOLreea arc 
covered under thte Han. " ' x 

* Employees must report fmrnodhWy Jo the Human Resources Depatfrrifinl 
any ^cckJent, bodily Injury er rllness caused or ag^rav^ted by the awlKFons of 
^rnpfoy/nent ai RSAftJ. You mny lone benefits If you do nol promntrv reoort & 
work-re la I urJ in ji j ry or i iJ ne as. ' H 

O. T'rav ft f Acrid e n £ Insure me 

* ™ ?!? nn Rm ^ |n V^o travels an firm busing (other Wian a normal mmmutoj 
B^Afil pjwldes additional accidental death an J disrn em hermit GGvorane 
w hi cli pmuM^s a dealh benefit in (he amount of $5fl r 000. DlsniornJwiwit 
benefit unrfer (ho Busman Travel Accident Insurance PJan arc payable 
according to the schedule shown inEahlbiU). BSAftJ pays (he pramjuni enst 
QfriJia insurance. 

P. Child Care an'' ^ftferCare Rofcrrsil Services 

- BSA&I hcra CDnganed a conauitmg organ feation, Th* Partnership Group, tn 
provide gukruncr* to employees in kicks ri of nbifd care (Tte Cpjlrj Care 
Sol utjon ) or ck J er c^re (Th e E Ido r Ca ra Cnn neel io n )_ 

* Tlie service provides Informal ton on car* nations and providers, The 
P3r tn eia h i p G rn up is not a ca re pro vid or , 

* Em p fny^s dea I dl rec tly w\ EJi I li** ns n r^a n iza t ion s, Us of I lio service is 
ronfldRniiai. 

O- PJiysfca! Exatnrnattan* 

* E£A&I pays UiC! ruu rawt for phvsfcaf caa millions not oiharwisra covered by 
medicai insurance for support staff nmjilnyees with 10 or mora years of 
service. Eligible cm pi ay cog under ihe ?iqr of 40 are en lit led tn <i flwpqfcl 

p h y sfna I five ry oth rsr y n ftf . El igih | p e mp loye es aoje 40 or n kie r are en t urett lo a 
lirm-paliJphyilnfif FinniMfly. 

* The Human ReacmrqoF? rinp^msrtt will notify Ihosc entitled to ei fin'n-pAW 
p^iy^jcii csxes mini? tin n ^t t^e lifiginnlrej of each calendar year. Generally, 
Llioio cniployecs m«y opl to us^ fl dinanosilc olznlc engflgftrf toy B3A^i, or rhe 
p-iy!5pcion of ycifr r-hnicfl. R-p?m?fs of firm-pacd physlc^s are noUeleaa&a to 
BSAftl. 

, <* 1 r ^ r 

. ..yl-! fc E, Family A Misdic^ Lfsave Act p - *^ u 

j 
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* ^to^Sg" to inipl — ' ta *™ <*«» *"% * Medic, 
1, LtefinitfonR 

a. ElBfjfbJe Employee 

* An eligible employee if? an fndivldjjor w/ho has 
boon employed &), DSAftl for at leas* 12 months 
end h5ig worked ai r^ast f.250 hours d tiring tho 12 
month period preceding (lift commencement of the 
feave. 

b. Serin u a H e a I L li Con rifcion 

• A aorfm jj? heaMh condilkm moans an illness, Injury, 
Impairment, or physical df mental condition fhnt 
involves oisher in-patieni cam or continuing 
treatment hy a doctor Dirndl tin* or osteopathy 
who is aLiMinrizficl 1o pr^OtJco merlfdne or dLrrrjery. 

c . D o*ig nated r,e a vc Arfmi n islra tor 

* Tbia rnnans Hie Benefits Administrator. 

d. Work Week 

• The work w noi< m ft ans Ih e e mp loyo o r s n rrrrna I f y 
scheduled hours oFworfe during an ordinary week. 

^2. EntlHdmont to Lfiave 

* Art edible employee Is enljtUx; to 3 total of 12 work woefc nf 
leave in thfi event of one or morn nf (he following: 

(1) The blrih of a son ordanfthterof thra employee in 
order Id nare far such child (lonvn must be taken during 
1hG T2 month period follower] the birth), 

(2) TMti placement of a son or day ghtar with the. 
employee for adoption or foster enrs (Joave musL her 
taken during I he 12 monih period following the 
placement}. 



-iffflA^ 



. aerieus health condition of s apoi.isn, n;nn h daughter 
I "or parent nf the nrnpioyee that requires ihc employee to 
r,arefDrsiifth Individual. 



f 



i 



(4J A serlDua hnairh condition of f he employee thai makes ,- f . , 

iho employee unable la perform «IJ of the essantfel X <• f 

run-ons of hte or *ier job. 

i_r.^\m (nkfln under one nr mnre. of ihese clrcums tenets vrill be 
onunlftd figprjiss Iftft employee 1 -? total 12 -week entitlement To 
dntoirriFFia the amount of nnmninmg Feave available, an 
employes nhniHrJ rierJurct the total 3 mm, ml oFFMLAIfiflve used rn 



J 1 if I i://bi r j/ pi] rso 1 k: J/Pq I icy ;i n cIP ro ccd eivc s. ; ! im p I nyce'f ) 3 Jit m 



'J *0 ."IAAH 



Case1:05-cv-02401-RJL-JMF Document 50-15 Filed 10/15/2007 Page 7 of 12 

Page ^ of 24 

itili preceding f2-monUi period from riio total T 2 -week 

^nlltlcinnnl. 

-") 

? 3/ Other Leave Benefits 

* Family & Medicr.il Leave under this policy shall ha considered 
unpairj leave unites the em pi ay eo Is cm titled to pay leavti und^r 
another applicable leave polfoy of BSA&l ln<?luriinc| peraoteil 

tea vg h sf Ck foovn , d I sablli Ly Jo p vr r an d vo cntino . 

* If an employee is eligible for paler leave, the employ on must use 
«ill available pakl iGnud rfurinjj I ho period nfatiscrwe. Paid leaw 
shall be aiihstiluted for ,mrf counted njjialiiftt the Gmpioyea's tola I 
12 weak flntil ferment af Family A ItfedraaJ Leave, 

* M dl[ lona I tin pnrri inavo under RS a&I 's a dm i nin tra I j va | a a ve 
program ra^y t»& n ranted at th^ discretion of *ha- nRsignaled 
Li3 r ve AdrTi i nfstratnr, F MLA qii a Iffy I rif] leave m ir&t W^tftten 
bafnre adminich-Rtfve feave tnrrll bn granted, 

4, Intermittent Leave 

* Leave duo tn the birth or praenmentof a aon or daughter may 
not be ^ken intermllleniJy or nn a reduced worL schedule bo&fr 
vrflliout the written approval nf ihR Designated Loaves 
Admlfliflirfttnr, Leave due 10 n fierbus Health Conxion may bo 
taken intermittently or mi n radLiasd work adiGclulo whan 
medically n pessary, BS3A&I nnay require tho empJayae lo 
transfer temporarily to an oltrcinailvE position in order to bo tier 
accommodate recurring p trends of leave for fbrcnn^Rble medical 
treatnrro nt. 

5. Notice 

#'" 

» Employees ara raquimd (o provide WMItnn riotlrR nf the need for 
leave, Ihsrofliwn for [he |eave F the anJidpatflfi tirninfj and 
di.rratlon of the leavr nn BSAAI's Family Lssivfl Kndical Leave 
application fnrm. 

* Who* i furrafiee^b I o r the em pi eye o a lm I i p rO'j I de s i j ch no tice I n 
writing Lo tiie Design a tetf Leave Administrator flt Iftasi 3D dayii 
before itia- nnmmftncG merit of the leave. Otherwise, nolioe sliall 
hfe glvan as anon as possible br>[nra tha k^vrc, 

* In the co-sa nf planned medical treatment for a Serious Health 
Condition, tht> employe shall make a rea^onabl^ effort t,a 
scnedulo thn t re fitment, so ns nol to disrupt the opciTHronc of 
BSA&L 

R, Medical EurJlfiraitian |_ ^ 

a To tsft e lo Ei vc fo r a a fcfrc 1 1^ H a a 1 1 h ftnn cljtlo n + a n e I Ittl bill 

employee ah all prwIdoDSAAl wiih a nwiiwi nnrtlfinRtion on rsri 
approved form CGfrplntsd by thjo hmnHh n?irn provider nf the 
ornplnyao ar hlsffior family member within 1& ^alanrimr days nf 
receiving the fa mi- B3Aar m^y also taquire thai the employee 
submit pRrsodio renryrtlfi^atinn?!. 
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* Failure ta nomply with theirs certification requlrcmEnte will result 
In thn denial ar terminal ton of leaver. 

7. Continuation of Group Health Benefits 

* BSAftl shall maintain the employee's coverage under a nroirp 
health plan dining the period of fafnllv/rnEdlcQi lo^ve under Ehrc 
same twms and enndftions as (hough the employee was 
acliVQiy working. 

■ Th e e rn piny ee Is rea pn nsifole for m aki n<j n eao&sa ry 

aitflngemenU* Tor premium payinents with, the Design ft (erl Leave 
Adminfstralor prrnr 1o the commencement of the leavo, 

* if an amployec falls tn return to Lvnrft foNowrng the Gxpirratian of a 
r-a-TTrFI y/m <?diC£il fa Ave far a period of at lea,ir 3n rijjyjq for a re^ann 
other ihar» a Serious Health Condition or other rJr-m instances 
beyond me employee's no niral n BSA^I will he entiled (othe 
nepayffinnt hy tlie employee for any premiums pairf hy BSA&I 
durirt^ Ihn period of unpaid leave. 

* The obligation of BSA&I in maintain Ihc employee's cnuawqe 
under any group he a 111 1 pfnn far purposes of this poltty shall 
nease on iho riny BSAA/ is informed of ihia employee's iniejil not 
to roturn [n wnrk from LltO Innv/r^ The Omplnyee shall bo onlitferi 
to fiontlnuattan cnverafie under COBRA. 

B. Continue Hon of Life or Disability Inmimrr^o SenefilJj. 

* To the oxtent B^ML continues an employe:^ life or disability 
Insumncfi benefits during any period of I Gave under this policy, 
BSA&F slrall be emitted to repayment from the ^mpToyee for any 
premium palrt on Hie emplnj/ee's behalf during the period of iho 
Tgh^, regardless of v:Mhe'r the employe a roltirns to work 
following the lutivfi. 

9, Return 1q Work 

n rsnfnm burning to work following a Family a Medical i-onv* Hue 
iw Hir employee's Serious hl^altli Condition, the employe nhall 
present a certifloiWnfi from his/her health e-'TO provider fliat Big 
employee ia able to rneunne worK. 

^f^ *. upon returning from a [orvg, ihe employee shall be restart In 
'r/r ii ie position of employment held when the toen/o commen^l or 
<o en equivalent posi/inn, 

3 r Other Insurant;*) PttnafitR 

« While not offtnsd thrmjflh BSA&l's Flesc-Op Plan, B5A&I can ansist 
emu layers in rov|p.wfnu ^ncT obtarrting sevorar kinds of personal insurance 
average, inducting auto, homeowners and partial I lab I lily mvferflflR. 

* Working though RGAftl's insurance brofcers and carriers, BSAfi-l can halo 
identify Insurance -lUarnaiivWi n-at givfl employees the benefit ofdteeoutiL 
group ratfifi, ileKibfcj ftnrolfment and rnnewal dates, and the ram^cte 
portability of 3 personal insurance pnlicy, 

1 i t I n : f-'h i ti/ [ wtf ft 1 1 1 w ] /PA I it van d Pfoc &rf m re n/ Empl oyra/03 , htm ■ ' " - 
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Ballard Spahr Andrews & Inger 

,K 

MEMORANDUM 






TO: 

FROM: Mary Jane Massott 

DATE: August 9, 2006 

Rr: Family Medical Leave Act ("FMLA") Policy 

Ballard Spain - Andrews & Ingersoll, LLP lias adopted this policy to implement the terms of the 
family and Medical Leave Act nf 1993 Eligible employees are entitled to family and medical leave on the terms 
and conditions stated in this policy, the regulations issued by the Department of Labor under (lie FML A and in 
Ballard Spahr Andrews & Ingersoll, LLP's ("Ballard Spahr") othei applicable leave policies 

A. DEFINITIONS 

Tor purposes of this policy, the following definitions apply: 

t ''Eligible Employee" means an individual who has been employed by Baliard Spahr for at least 
1,250 hours during the preceding 12-month period 

2 "FMLA Leave" means leave, which qualifies under the Family and Medical Leave Act of 1 993 
and the Department of Labor's regulations and is designated by Ballard Spahr as so qualifying. 

3 "Leave Year" means the rolling \2 month leave period measured backwatd from the date each 
employee's leave commences 

'1 "Serious Health Condition' 1 means an illness, injury, impairment or physical or mental 

condition that involves either inpatient care or continuing treatment by a health care provider 
it generally includes a period of incapacity due to pregnancy, prenatal care, a chronic heahh 
condition, a permanent or long-term health condition, or restorative or preventative treatment 
For a more detailed definition of the conditions that qualify as serious health conditions, see 
the Certification of Health Care Provider form available from Ballard Spain's Human 
Resources Department (Philadelphia x891 1) 

B, ENTITLEMENTTO LEAVE 

An Eligible Employee is entitled to a total of 12 workweeks (DC Employees are entitled to a total 
of 16 workweeks) of leave during each Leave Year in the event of one or more of the following: 

1 The birth, adoption or foster care placement of a son or daughter of the employee and to cate 
for such child (Leave must be taken during the 12-month period following the binh or 
placement) 

2 A Serious Health Condition of a spouse, qualified domestic partner, son, daughter oi parent of 
the employee if the employee is needed to care for such family member. 

3 A Serious Health Condition of the employee that makes the employee unable to per form any 
one or more of the essential functions of his or her job, 

A tiy leave taken under one or more of these circumstances will be counted against the employee's 
total entitlement for that Leave Year. 
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Ballard Spahr Andrews & Ingersoll, LLP 
Family Medical Leave Policy (con't) 

Consistent with Ballard Spain's policy regarding outside employment, employees are not 
permitted to engage m outside employment during the employee's regularly scheduled working hours while on 
FMLA Leave 

C. F AID LEAVE BENEFITS 

FMLA Leave under this policy will be considered unpaid leave, unless the employee is entitled in 
paid leave under another applicable leave policy of Ballard Spahr, including medical leave, sick leave, temporary 
disability leave, family leave, vacation leave, or personal leave) If the employee is eligible foi such paid leave, the 
employee will be required to exhaust the paid leave benefit upon the commencement of P ML A leave. Paid leave 
will be substituted for and counted toward the employee's total 12-week period of FMLA heave 

Employees on leave that qualifies both as workers' compensation and FMI.A leave who are 
offered a light duty position will have the option of remaining on FMLA leave (and foregoing the light duty position 
and additional workers' compensation benefits) or terminating the FMLA leave to accept the litzbt duty position 

D. INTERMITTENT OR REDUCED SCHEDULE LEAVE 

Leave due lo the birth or placement of a son or daughter may not be taken inter mittent'y or on a 
reduced work schedule basis Leave due to a Serious Health Condition may be taken inteimiUently or on a reduced 
work schedule basis, when medically necessary. in which case, Ballard Spahr may require the employee to trails fei 
temporarily to an available alternative position with an equivalent pay rate and benefits, including a part-time 
position, to belter accommodate recurring periods of leave due to foreseeable medical treatment 

E, NOTICE 

Employees aie lequired to provide Ballard Spain with notice of the need for leave, the FMI A- 
qualifying reason for the leave, the anticipated timing and duration of die leave, including the icason foj such leave 
and thz treatment schedule if intermittent or reduced schedule leave is requested. When die leave involves a 
qualifying family member, employees also are required to provide reasonable documentation to confirm the family 
relationship If the need for leave is foreseeable, the employee is required to provide such notice to Ballard Spain's 
Human Resources Department (Philadelphia. x8911) at least 30 days before the commencement of the leave When 
impractical to do so under the circumstances, notice must be given as soon as possible 

in the case of planned medical treatment for a Serious Health Condition, die employee is required 
to make a reasonable cffoit to schedule the treatment so as not to disrupt unduly the operations of Ballard Spain- 
Employees are required to give additional notice as soon as practical whenever there is a change in 
the dates of scheduled leave Bahaid Spahr periodically may require die employee to report on his/her status and 
intent to return to work. 

Ballard Spain will respond to requests for FMLA in writing, usually within two business days of 
the request, to notify the employee concerning eligibility for leave and the employee's rights and obligations with 
Tespect to the leave. 

When Ballard Spain learns of an FMLA jeason for leave after a ieavc has commenced under 
another of Ballaid Spain L s policies, Ballard Spahr will designate the leave as FMLA-qualifying from the 
commencement of the event Employees are required to cooperate in providing Ballard Spahr with mfounation 
needed to make this detenni nation 

F, MEDICAL CERTIFICATION 

In order to take leave due to a Serious Health Condition, an Employee is lequired to provide 
Ballard Spahr with a medical certification on the approved form completed by the health care provider of the 
employee or his/her family member, within 15 calendar days of receiving the form At Ballard Spain's option, an 
employee must cooperate in providing a second certification by a health care provider designated by Ballard Spain . 
Ballaid Spain also may require that the employee submit re-certiflcation(s) on a periodic basis Failure to comply 
with ihese certification requirements will result in delay, denial or termination of leave 
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Ballard Spahr Andrews & Ingersoll, LLP 
Family Medical Leave Policy (coirt) 

G. CONTINUATION OF GROUP HEALTH BENEFITS 

Ballard Spahr will maintain the employee's coverage under a gioup health plan fining the period 
of FMLA Leave undet the same terms and conditions as though the employee were actively working During ihe 
leave, the employee will he required to continue to make all piemium payments that he/she otherwise would have 
had to make if actively employed. Where feasible, Ballard Spahr will advise the employee concerning the neccssaiy 
arrangements for such payments prior to the commencement of the leave If the employee fails r .o return 'o work 
following the expiration of FMLA I eave for a reason other than a Serious Ikahh Condition 01 circumstances 
beyond the employee's control, Ballard Spahr will be entitled to the repayment by the employee of any premiums 
paid by Ballard Spahr during the leave Failure io make timely premium payments may result in the termination of 
coverage 

IT CONTINUATION OF OTHER BENEFITS 

Consistent with Ballaid Spahr 4 s other leave policies, coverage under the following benefit plans 
or policies will continue under the terms and conditions staled below during the FMLA leave: 

I ife. Insurance Full Firm Premium 

Lifestyle Protection Instance Full Firm Premium 

Long Term Disability Full Firm Premium 

L RETURN TO WORK 

Consistent with Ealiard Spain's practice, before returning to work following a medical leave 
due io the employee's Serious Health Condition (except for intermittent or reduced schedule leave), the 
employee will be required to present a certification from his/her health care provider that the employee is 
medically aide to resume work* If the date on which an employee is scheduled to return to work from an FMLA 

Leave changes, the employee is required to give notice of the change, if foreseeable, to Ball aid Spahr within two 
business days of the change. 

Subject to the limitations below, an employee returning from FMLA Leave wilJ be restojed to tire 
position of employment held when the leave commenced or to an equivalent position Job restoration may be denied 
if conditions unrelated to the FMLA Leave have resulted in die elimination of the employee's position, or if the 
employee qualifies as a "key employee" (generally the highest paid 10% of the workforce). Key employees maybe 
denied job restoration if it would cause substantial and grievous economic injury to Ballaid Spahr, in winch case the 
key employee will be notified of this decision 

J, QUESTIONS 

Questions about (.his policy or eligibility for FMLA Leave should be directed \o Ballard Spahr, 
Mary lane Massort, Human Resources Specialist, at (215) 864-8911 
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AMERICANS WITH DISABILITIES ACT POLICY 



It is the policy of Baliai J Spahr to comply with the Americans with Disabilities 
Act and applicable state and local laws, which provide equal opportunities for qualified 
individuals with disabilities (as defined in those laws) who can peiform the essential functions of 
£i position with or without seasonable accommodation. 

a) In all employment-related decisions, Ballard Spahr is committed to providing qualified 
individuals with disabilities the same consideration afforded ah other qualified 
individuals No qualified individual will be denied 01 removed from consideration icn 
employment or tiansfer or promotion to amy position because that individual (a) lias a 
disability (as defined by applicable law); (b) has a history of disability; (c) is peiceived as 
having a disability oi (d) requires reasonable accommodation in order to per f htm the 
essential functions of the position. 

b) Reasonable Accommodation: Ballard Spahr will provide reasonable accommodation to 
qualified individuals with disabilities as needed to assist such individuals to perform the 
essential functions of their jobs. Ballaid Spahr will consider the possible modifications 
or adjustments that reasonably could be made to the position, the woi k environment and 
the manner in which the work is performed in order to allow the individual to qualify foi 
consideration for the position or to perform the duties of the position currently held. 

Ballard Spahr cannot accommodate a disability of which it has no knowledge 
Ballaid Spahi will not anticipate or presume that any individual has a disability 
Thus, it is the responsibility of each employee other than lawyeis or legal 
assistants to make known to the Director of Human Resources his/her need for 
accommodation in order to perform or qualify for a job. Lawyeis and Legal 
Assistants should make such need for accommodation known to their Department 
Mead or Office Managing Partner. 

c) Undue Hardship: A proposed accommodation, though reasonable, will not be 
acceptable to Ballard Spahr if it imposes an undue hardship on Ballaid Spahr because it is 

unduly costly, extensive, substantial or disruptive, impacts the ability of othei employees 
to do their jobs or fundamentally alters the nature or operation of the Firm. Ballard 
Spahr, however, will continue to consider alternatives to the accommodation that do not 
create such an undue hardship, 

d) Direct Threat to Safety: Ballard Spahr may reject an applicant for a position or icrnovc 
an employee from a position if Ballard Spahr determines that the individual cannot 
perforin the essential functions of the job without creating a direct threat to his/her health 
or safety or to others and that theie is no reasonable accommodation that would eliminate 
that threat. Any direct threat determination will be made only after an individualized 
assessment is undertaken of the individual's specific limitations and the essential 
functions of the particular position. 
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